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Finance, Staffing & Resources Committee Terms of Reference

Membership

The committee shall consist of 8 members of the governing body. The governing body will elect the chair of the committee. Non-voting participants may be invited to meetings by the committee as and when required. The committee shall have such associate members, non-voting, as the governing body shall appoint. The committee may make recommendations for these appointments. The membership of the committee shall be reviewed and determined annually by the governing body. 

Quorum

The quorum shall be a minimum of 4 governors, including the Headteacher, but excluding any associate members. Staff Governors should not form the majority of a committee quorum at each meeting.

Meetings

The clerk to the committee shall be responsible for convening meetings of the committee. Procedures of any meetings held must be minuted and these minutes presented for the next meeting of the governing body. The committee shall meet at least once a term and otherwise as required. 

Responsibilities - Finance

(a) To provide guidance and assistance to the Headteacher and the governing body on all financial matters.
(b) To recommend to the governing body internal financial regulations for the financial management of the school in accordance with guidance issued by the Authority.

(c) To consider budget plans presented by the Headteacher and propose to the governing body for adoption an annual school budget taking into account the priorities of the School Improvement Plan, the allocation of expenditure of Pupil Premium funding and the impact on school balances.

(d) To make decisions in respect of Service Level Agreements if above the limit delegated to the Headteacher under internal financial regulations.

(e) To monitor income and expenditure throughout the year of all delegated and devolved funds against the annual budget plan, and where necessary, make recommendations to the governing body.

(f) To establish and maintain a three-year financial plan, taking into account the priorities of the School Improvement Plan, roll projections and signals from central government and the local authority regarding future years’ budgets, with the constraints of available information.

(g) To receive at least termly budget monitoring reports from the Headteacher.

(h) To approve virements between budget headings where the value is in excess of the sum delegated to the Headteacher under the school’s internal financial regulations.

(i) To review, adopt and monitor all finance policies and their implementation, including those relating to charges and remissions, lettings and income.

(j) To consider the appropriate level of reserves and balances bearing in mind guidance produced by the Authority.

(k) To consider the annual audited accounts of all unofficial funds prior to presentation to the governing body.

(l) To report back to each meeting of the full governing body and to alert them to potential problems or significant anomalies at an early date.

(m) To review, complete and recommend submission of the Schools Financial Value Standard return to the full governing body.

(n) To undertake any remedial action identified as part of the SFVS.

(o) To receive and act upon any issues identified by a local authority audit.

(p) To respond, on behalf of the governing body, to any consultations relating to the LA Scheme of Delegation or the Funding of Schools.

Responsibilities - Buildings

(a) To exercise delegated responsibility for the condition, repair, extension

     or alteration of premises.

(b) To inspect annually the premises and grounds and prepare a statement of 

     priorities for maintenance and development for the approval of the    

     governing body.

(c)  To advise the governing body on major projects deemed to be necessary 

      or appropriate.

(d) To work with relevant partners and consultants to ensure that new

     buildings and improvements, as agreed with the governing body, are    

     progressed and were appropriate that the payments are made.

(e) To act on behalf of the governing body in monitoring the implementation 

     and progress of all building related plans.

(f) To monitor the maintenance and upkeep of the school premises and 

     grounds.

(g) Where it is the responsibility of the governing body, to make 

     recommendations to the governing body on the appointment of consultants    

     or the providers of premises related services.
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(h) To determine the use of the school premises outside school session time 

      including advice to the governing body on a possible charging policy which

     must be determined by the governing body.

(i) To provide support and guidance to the headteacher on all matters 

     relating to the school premises and grounds, security and health and 

     safety.

(j) To ensure that arrangements are in place for the dissemination of health 

          and safety information to all building users, including staff, pupils and 

          visitors.

(k) To review the school’s health and safety policy as and when required and 

     to advise, along with the headteacher, the governing body with regard to 

     its compliance with health and safety regulations.

(l) To monitor accident reports and fire drills and where appropriate 

      recommend and take advice on remedial action.

(m)To ensure the school complies with health and safety regulations, 

     including that a regular audit of risk assessment is undertaken and to take 

     action where necessary

(n)To promote co-operation between all employees at the school to achieve 

    and to maintain a safe and healthy workplace for staff and pupils.

(o)
To examine safety inspection reports and to make recommendations

     where remedial action is required.

(p)
To be mindful of the requirements of the Disability Discrimination Act.

Responsibilities – Staffing

(a) To prepare staff policies for approval by the governing body.

(b) In conjunction with the headteacher, to draw up a staffing structure and to review it annually.

(c) To ensure that all the procedures relating to the recruitment, selection and appointment of staff are in place and that they are kept under review following any changes in legislation. 

(d)  To ensure that all procedures for the appointment of teaching staff and key support staff are carried out, in accordance with agreed arrangements and to delegate to the headteacher and one committee member the appointment of all other support staff.
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(e) To delegate to the headteacher all provision of supply cover of under one term’s duration.

(f) To ensure that consultations take place as required (e.g. over pay policy) with all staff or with recognised trade unions.

(g) To ensure that appropriate job descriptions are in place.

(h) To check that the arrangements for staff appraisal (performance management) are in place and being developed.

(i) To monitor the programme of staff development and training and ensure it meets the needs of the school development/improvement plan and of the staff

(j) To receive regular reports on staff absence, if not already reported to the full governing body.

(k) Review annually the unit total of the school and the effect, if any on the ISR.

NOTE The appointment of a headteacher or deputy headteacher is not a function of this committee.

Reviewed - September 2025
Admissions Committee Terms of Reference

Membership

The Committee shall consist of the Headteacher and at least two Governors. (It is helpful if one or two members are available during the day in order to present the school’s case at any Admission Appeal Hearing)

The Committee must have an appointed clerk who cannot be the Headteacher.

Quorum

The quorum is 3 Governors.

Terms of Reference

All matters to do with admissions, subject to the requirement that the Governing Body must approve the policy. Decisions as to whether any child may be admitted may not be delegated to the Headteacher or any other individual (unless there is a vacancy in the year group).

Delegated Powers:

1. Draft the admissions policy, including criteria, which must be reviewed and approved annually by the full Governing Body.

2. If the school is over-subscribed, apply the admissions criteria to all applicants and decide which children are to be admitted and which refused a place.

3. Ensure that all procedures regarding notification of parents of offer or refusal of a place and the right to appeal are carried out.

4. Prepare the case of the Governing Body to go to the Appeal Panel.

5. Committees, where appropriate, should be mindful of any guidance provided by their Diocese/Church Authority.

Reviewed – September 2025
Pupil Discipline & Welfare Committee Terms of Reference

Membership

The Committee shall consist of at least 3 Governors excluding the Headteacher (who presents the exclusion case) The remit of this Committee can be extended to consider matters other than exclusion hearings in which case the Headteacher would be a member of the Committee.

Quorum

The quorum will be three members. Members of the Committee considering a particular case should have no prior knowledge of that case.

Meetings

The Clerk to the Committee shall be responsible for convening any meetings of the Committee. When the Committee is meeting to consider exclusions it must be clerked by someone who is not a Governor of the school. The Clerk to the Committee will be Mrs. Tina Greenwood. Meetings to consider exclusions are held as and when necessary, within the prescribed time scales.

Responsibilities

Exclusions – To deal with cases of fixed period or permanent exclusion of pupils from the school, according to the prescribed procedures. In all cases parents have the right of making representations and may, if they wish, be accompanied by a friend.

(a) To hear the case, see all relevant documents and allow representation to be made by the parents concerned.

(b) To consider and to decide whether to confirm the exclusion, shorten its length or terms, or direct the reinstatement of the pupil, as appropriate to the particular case.

(c) To inform parents, the Headteacher and the LEA of the decision.

(d) To represent the governors at an independent appeal panel hearing, if required.

Pupil Welfare

(a) To contribute to the review of the Behaviour policy and to make recommendations to the Governing Body.

(b) To receive regular reports from the Headteacher on pupil behaviour matters.

(c) To contribute to the review of the anti-bullying policy.

Reviewed - September 2025
Staff Attendance, Discipline and Dismissal Committee Terms of Reference

Membership

The membership shall consist of four governors, excluding the Headteacher. The Headteacher may attend to give advice, present the case or appear as a witness. The Clerk to the Committee will be Mrs. Tina Greenwood.

Quorum

The quorum shall be three Governors.

Meetings

The Committee will meet as and when required.

Responsibilities

a) To receive reports on the attendance of staff and if necessary to recommend dismissal

b) To receive reports relating to staff discipline in accordance with laid down procedures and if necessary recommend dismissal

c) To work within the Governing Body’s agreed procedures.

Reviewed - September 2025
Staff Grievance Committee Terms of Reference

Membership

The Committee shall consist of 4 Governors.

Quorum

The quorum will be 3 members of the Committee.

Meetings

The Committee will meet as and when required.

Responsibilities

To consider and make decisions about matters relating to staff grievance procedures in accordance with the LEA or Diocesan model policy, as adopted by the Governing Body.

(a) To hear both sides of as case, see all relevant documents, to hear and question witnesses, allow parties to make submissions, each of them being accompanied by a friend/representative, if they so wish.

(b) To consider and make any initial decisions about matters relating to staff grievance in accordance with adopted procedures.

Reviewed - September 2025
Complaints Appeals Committee Terms of Reference

These terms of reference are taken from the County Council’s Model Complaints Procedures for Schools.

Membership

The committee will consist of four or five Governors. Neither the Headteacher nor the Chairman of Governors will be a member of the Committee as they may have been involved in the matter under consideration at an early stage. The Chair of the Committee will be elected by the committee. Committee members must be impartial and have no prior involvement with the complaint or the circumstances surrounding it.

Quorum

The quorum shall be a minimum of three Governors.

Meetings

Meetings will be held when required to consider formal appeals made under the Procedures for Handling Complaints in St. Thomas the Martyr School.

Responsibilities

Wherever possible the Governing Body would wish to see complaints resolved at an informal stage but:

(a) The main function of the Committee will be to undertake the duties of the Governing Body in the consideration of complaints made under the Procedures for Handling Complaints in St. Thomas the Martyr School.

(b) Complaints covered by statutory procedures will not be considered by this Committee.

(c) The Committee will seek advice from the Senior Area Human Resources Officer or Governor Services Manager, or in the case of a Voluntary Aided School, the Diocesan/Church Authority Education Officer, as appropriate.
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(d) In considering the complaint the Complaints Appeals Committee will:

Consider the written materials;

Consider the complaint and the Headteacher’s (or Chair’s) action;

Invite the Headteacher or Chair of Governors (as appropriate) and the complainant to the meeting; and

Seek advice and support as necessary.

(e) At the end of their consideration, the committee will:

Determine whether to dismiss or uphold the appeal in whole or part;

Where the complaint is upheld, decide on appropriate action;

Advise the complainant and Headteacher (Chair) of its decision;

Advise the complainant of any further action they may wish to take if they remain dissatisfied;

Arrange for amendments to be made to the School’s Complaints Register and for the matter to be reported, in general terms, to the Governing Body.

The Chair of the Committee

The Chair of the Committee has a key role ensuring that:

(a) The remit of the Committee is explained to the parties and each party has the opportunity of putting their case without undue interruption;

(b) Key issues are addressed;

(c) Key findings of fact are made;

(d) Parents and others who may not be used to speaking at such a hearing are put at ease;

(e) The rules of natural justice are followed;

(f) The complainant is notified of the panel’s decision, in writing, with details of any further rights of appeal; and

(g) The Governing Body are notified of any changes to procedure or reviews of policy recommended by the Committee.

Reviewed - September 2025
Pay Committee Terms of Reference

Membership

The Committee shall consist of three members of the Governing Body. The membership of the Committee shall be reviewed and determined annually by the Governing Body. 

Quorum

The quorum shall be a minimum of 3 Governors.

Meetings

The Clerk to the Committee shall be responsible for convening any meetings of the Committee.

Responsibilities

1. To implement the school’s Pay Policy including the pay for individual members of staff.

2. To agree any salary progression on the Individual School Range (ISR) for the Headteacher, Deputy Headteacher and Assistant Headteacher.

3. To review annually for September the salaries of all teaching staff in the light of recommendations made by the Headteacher and to provide individual members of staff with a statement of salary.

Notes

(a) Membership of this Committee is open to all Governors, but Governors who may stand to gain directly and indirectly from any decision must not take part in those decision making processess.

(b) No Governor who is a member of staff employed at the school can take part in any decisions about the pay or performance of an individual.

(c) The normal rules of withdrawal also apply.

(d) It is permissible for the Pay Committee and the Performance Management Committee to have the same membership.

Reviewed - September 2025
Appraisal Committee Terms of Reference

Membership

The Committee will consist of three members of the Governing Body, none of whom must be employed at the school. The Committee will elect a chair from within its membership. Membership and the Terms of Reference of this Committee will be reviewed annually in the Autumn term.

Quorum

The quorum shall be a minimum of 3 Governors.

Meetings

The Performance Management Committee through its chair is responsible for the arrangements for the Review/Objective setting meeting and any monitoring meetings.

Responsibilities

1. The establishment, with the School Improvement Partner, of the Headteacher’s objectives.

2. The monitoring of progress towards the objectives.

3. The arrangmeents for the Review.

4. The Review and the decision on whether or not objectives have been met, in consultation with the SIP or External Adviser.

5. The making of recommendations to the Pay Committee in relation to the awarding of performance related salary increases for the Headteacher.

6. Monitor the effectiveness of the Performance Management Policy.

It is permissable for the Pay Committee to be the Performance Management Committee.

The Governing Body will also appoint a Review Officer/s in case the process and outcome of review and objectives setting for the Headteacher is challenged.

Reviewed – September 2025
The Role of Other Nominated Governors

Other nominated Governors can undertake roles as Governors for areas like Literacy, Numeracy, ICT, KS1 and 2, etc.

1. The roles of thes Governors are to:

· help the Governing body understand and monitor their area;

· ensure that regular consideration is given to matters surrounding their area;

· act as a link, alongside the Headteacher, between the school and the Governing body on delegated matters;

· liaise with the relevant bodies within the school to provide help and support to policy, planning and development;

· attend organised training events related to the area.

2. A nominated Governor might:

· meet with the co-ordinators at least once each term to discuss how the implementation of the strategy is working;

· meet with the Headteacher from time to time to become better infomed about school issues surrounding the area;

· use termly visits to talk with teachers and see some daily operation;

· report to the Governing body as agreed;

· try to attend some INSET courses;

· be involved in the school’s attempts to inform parents and involve them in their children’s learning/education.
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The Role of Other Nominated Governors

Other Nominated Governors can undertake roles as Governors for areas like Literacy, Numeracy, ICT, KS1 and 2, etc.

1. The roles of these Governors are to:

(a) Help the Governing Body understand and monitor their area;

(b) Ensure that regular consideration is given to matters surrounding their area;

(c) Act as a link, alongside the Headteacher, between the school and the Governing Body on delegated  matters;

(d) Liaise with the relevant bodies within the school to provide help and support to policy, planning and development;

(e) Attend organised training events related to the area.

2. A nominated Governor might:

(a) Meet with the co-ordinators at least once each term to discuss how the implementation of the strategy is working;

(b) Meet with the Headteacher from time to time to become better informed about school issues surrounding the area;

(c) Use termly visits to talk with teachers and see some daily operation;

(d) Report to the Governing body/Curriculum Committee as agreed;

(e) Try to attend some INSET courses;

(f) Be involved in the school’s attempts to inform parents and involve them in their children’s learning/education.

Growing and Achieving Together
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